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Selling Yourself on Paper — The Resume
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12 Main Street, Boston, MA 02114

JOHN B. SMITH

| 617-555-1212 | '|smith@gmai|.com

OBJECTIVE: Manager of Credit and Collections

S e

WORK EXPERIENCE

ABC COMPANY, Boston, MA
Credit Manager

2,000 accounts

LMN INDUSTRIES, INC., Quincy, MA
Credit Manager

of $80,000,000

XYZ ASSOCIATES, Norwood, MA
Credit and Collections Supervisor

industry

10,000 diversified accounts

inter-department pursuit

EDUCATION
Dun and Bradstreet, Inc., New York, NY
Credit and Financial Analysis Certificate

Northeastern University, Boston, MA
Bachelor of Science in Business Management

PROFESSIONAL AFFILIATIONS
New England Association of Credit Execut

e Manageda credit and collections portfolio of food service, distributor, military and other
government-re|ated accounts comprising a regional sales volume of $150,000, and over

. Contributed, organized, and imp\emented a new set of invoicing procedures with a major

school system, resulting in the reduction of total payment time by 45%
. Developed, designed, and implemented vendor and bank credit-inquiry letters

. Managed an accounts receivable portfolio of petroleum distributors and home-delivery
dealers throughout New England totaling over 500 accounts and an annual sales volume

.  Brought previous collections turns from 75 days to present average of 38 days, turning
sales increase to cash in less than 40 days

e  Planned, negotiated, and secured a four-way, cross-corporate guarantee from a well-
known, high-volume, Massachusetts-based, petroleum dealer

. Managed an account receivable portfolio of the company's Dietetics, Microwave, and
Floatation Divisions, comprising an annual sales volume of $30,000 in the electronic

e  Hired, trained, and supervised a staff of six full-time employees and handled 6,000 to

. Reduced bad debts by implementing an improved monitoring system and quicker

ives, Inc., Arlington, MA

2000 — 2015

1991 — 2000

1985 — 1991
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